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(d) Appeal any initial adverse deter-
mination of a request to amend a 
record.

§ 903.2 Definitions. 
As used in this part: 
(a) Agency means agency as defined 

in 5 U.S.C. 552(e). 
(b) Corporation means the Pennsyl-

vania Avenue Development Corpora-
tion. 

(c) Workday shall be a day excluding 
a Saturday, Sunday or legal holiday. 

(d) Individual means a citizen of the 
United States or an alien lawfully ad-
mitted for permanent residence. 

(e) Maintain includes maintain, col-
lect, use, or disseminate. 

(f) Record means any items, collec-
tion, or grouping of information about 
an individual that is maintained by an 
agency, including, but not limited to, 
his or her education, financial trans-
actions, medical history, and criminal 
or employment history and that con-
tains his or her name, or the identi-
fying number, symbol or other identi-
fying particular assigned to the indi-
vidual, such as a finger or voice print 
or a photograph. 

(g) The term system of records means 
a group of records under the control of 
an agency from which information is 
retrieved by the name of the individual 
or by some identifying number, sym-
bol, or other identifying particular as-
signed to the individual. 

(h) The term statistical record means a 
record in a system of records main-
tained for statistical research or re-
porting purposes only and not used in 
whole or in part in making any deter-
mination about an identifiable indi-
vidual except as provided by section 8 
of title 13 U.S.C. 

(i) The term routine use means, with 
respect to the disclosure of a record, 
the use of such record for a purpose 
which is compatible with the purpose 
for which it was collected.

§ 903.3 Procedures for notification of 
records pertaining to individuals. 

(a) An individual making a written or 
oral request under the Privacy Act (5 
U.S.C. 522a) shall be informed of any 
Corporation systems of records which 
pertain to the individual, if the request 
contains a reasonable identification of 

the appropriate systems of records as 
described in the notice published in the 
FEDERAL REGISTER. 

(b) Requests may be made in person 
between the hours of 9:00 a.m. and 5:00 
p.m. Monday through Friday, (except 
legal holidays). The request should be 
addressed to the Privacy Protection Of-
ficer, Pennsylvania Avenue Develop-
ment Corporation, 1331 Pennsylvania 
Avenue, NW., Suite 1220 North, Wash-
ington, DC 20004. The Privacy Protec-
tion Officer of the Corporation will re-
quire adequate personal identification 
before processing the request. If a re-
quest is made in writing it must be 
under the signature of the requesting 
individual and include the individual’s 
address, date of birth, and an addi-
tional proof of identification, such as a 
photocopy of a driver’s license or simi-
lar document bearing the individual’s 
signature. A notarized, signed state-
ment is acceptable to verify the iden-
tity of the individual involved without 
additional proof. 

[42 FR 5973, Feb. 1, 1977, as amended at 50 FR 
45824, Nov. 4, 1985]

§ 903.4 Requests for access to records. 

(a) Except as otherwise provided by 
law or regulation, an individual, upon 
request made in person or delivered in 
writing may gain access to his or her 
record or to any information per-
taining to him or her which is con-
tained in a system of records main-
tained by the Corporation, and to re-
view the record and have a copy made 
of all or any portion thereof in a form 
comprehensible to him or her. An indi-
vidual seeking access to a Corporation 
record may be accompanied by a person 
of his or her choosing. However, the 
Corporation will require a written 
statement from the individual author-
izing discussion of his or her record in 
the accompanying person’s presence. 

(b) A request under paragraph (a) of 
this section shall be directed to the 
Privacy Protection Officer at the 
place, times and in the manner pre-
scribed in § 903.3(a) and (b). The request 
should include the following informa-
tion: 

(1) The name of the individual; 
(2) If made in writing, the informa-

tion required under § 903.3(b); 
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(3) A description of system or sys-
tems of records which contain the 
record to which access is requested; 

(4) The approximate dates covered by 
the record; and, 

(5) A suggested date and time when 
the individual would like to view the 
record. 

(c) Requests which do not contain in-
formation sufficient to identify the 
record requested will be returned 
promptly to the requester, with a no-
tice indicating that information is 
lacking. Individuals making requests 
in person will be informed of any defi-
ciency in the specification of records or 
identification at the time that the re-
quest is made. The Privacy Protection 
Officer of the Corporation will require 
adequate personal identification before 
processing a request made in person.

§ 903.5 Response to request for access. 
(a) Within 10 days of receipt of a re-

quest made under § 903.4 the Privacy 
Protection Officer shall determine 
whether access to the record is avail-
able under the Privacy Act and shall 
notify the requesting individual in per-
son or in writing of that determina-
tion. 

(b) Notices granting access shall in-
form the individual when and where 
the requested record may be seen, how 
copies may be obtained, and of any an-
ticipated fees or charges which may be 
incurred under § 903.11. Access shall be 
provided within 30 days of receipt of 
the request unless the Corporation, for 
good cause shown, is unable to provide 
prompt access, in which case the indi-
vidual shall be informed in writing 
within the 30 days as to the cause for 
delay and when it is anticipated that 
access will be granted. 

(c) Notices denying access shall state 
the reasons for the denial, and advise 
the individual that the decision may be 
appealed in accordance with the proce-
dures set forth in § 903.6.

§ 903.6 Appeal of initial denial of ac-
cess. 

(a) After receiving notification of an 
initial denial of access to a record, an 
individual may request a review and re-
consideration of the request by the Ex-
ecutive Director of the Corporation, or 

an officer of the Corporation des-
ignated by him, but other than the Pri-
vacy Protection Officer. Appeals for re-
view shall be in writing, addressed to 
the Executive Director, Pennsylvania 
Avenue Development Corporation, 1331 
Pennsylvania Avenue, NW., Suite 1220 
North, Washington, DC 20004. The ap-
peal shall identify the record as in the 
original request, shall indicate the date 
of the original request and the date of 
the initial denial, and shall indicate 
the expressed basis for the denial. 

(b) Not later than 30 days after re-
ceipt of an appeal, the Executive Direc-
tor, or an officer of the Corporation 
designated by him, will complete re-
view of the appeal and the initial de-
nial and either: 

(1) Determine that the appeal should 
be granted, and notify the individual in 
writing to that effect; or, 

(2) Determine that the appeal should 
be denied because the information re-
quested is exempt from disclosure. If 
the reviewing official denies the ap-
peal, he or she shall advise the indi-
vidual in writing of the decision and 
the reasons for reaching it, and that 
the denial of the appeal is a final agen-
cy action entitling the individual to 
seek judicial review in the appropriate 
district court of the United States as 
provided in 5 U.S.C. 552a(g). 

[42 FR 5973, Feb. 1, 1977, as amended at 50 FR 
45824, Nov. 4, 1985]

§ 903.7 Requests for amendment of 
record. 

(a) An individual may request amend-
ment of a Corporation record per-
taining to him or to her, if the indi-
vidual believes that the record con-
tains information which is not accu-
rate, relevant, timely, or complete. 
The request shall be in writing, wheth-
er presented in person or by mail, shall 
state with specificity the record sought 
to be amended, and shall propose word-
ing of the correction or amendment 
sought. The request shall be directed to 
the Privacy Protection Officer at the 
place, times, and in the manner speci-
fied in § 903.3 (a) and (b). Assistance in 
preparing a request to amend a record, 
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